
QEORQIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE SER'hCES APPLICATION FOR RECOPDS RETENTION SCHEDULE 

UNIT 

For instructions on completing t h i s  form contaCt DHR Records Management Unit, 47 Trini,ty Avenue, Atlanta, Gkrgia 
30334. Phone. 1404) 656-4976 GIST: '221.4983 

-----I -___ _- . -- - ~ ~ -~___-;_l_l _,I 

ARCHIVES AND HISTORY I.__I __ _I 

Tele hone Number 
658-7178 

Perdn to Contact Working Title 
Jane Martin Operations Analyst Assoc. 

= A l a n . . Z h l i & ~ -  ~ ~ .~ ~~ ~ ~ - ~ n ~ ~ ~ ~ ~ ~ ~ ~ - ~ ~ ~ ~ ~ ~ = . ~ ~ ~ ~  ~ . . -~456-~7128~  
Action Requested ,.,: 

DHR 1. GEORGIA DEP NT OF H U M A N U R C E ~  - 
iplication Data Div. of Mental Health & Mental 

Administrative Services  Sect ion 4-7-83 

- c -233-9 i,, ~ - Management Information Systems Unit 
lplication Numkr 

Floyd Building - East Tower - 10th 
k l l r . & e s $ v k l a r r t a , ~ _ c a ,  _Zoj . ~ ~ ~ ~ ~ ~~~~~~~~ ~ . ~ 

\ 

Change Records Cut O f f  
Change Retention Period 

a. 0 Enablish Retention Schadule; recn)d will continue to accumulate. 
b. Diapose of present aaumulation; no further accumulation anticipated. 
c. Amend Application No. *4=_--. .. - Check Om: 0 Change; XXSupercede; 0 Void 

Dams of Striea 

rliest Leteat 

- ..-.__--.____ ~- ~- 
. .  

6. Ramrda Serler T i l e  lfo/bw8d by rk/e uacrin offku; if diffenntl 

Alcohol and Drug Abuse Client  and Prdgram Medical Records F i l e  
What it the function of the Divlaion and the Office inwhiehthilnkrd arier i s  created? 

I .- 

~LI ~ .____I 
Division and office Function 

. 
Remrdr Strier Dacrip 

File ia rmnged: 

.. 
~ _ l ~ _ l _ _  

Monthly Referenm Rate How often are records referrea to wnich an: 
one to six months old 4-- ; SsMn to twll~w montha u~ 1 ; mirtsen to twenty-four month1 old 0 
twanty-fiw months and older 2- 7 

Annwl Rate of Accumulation or Records 

.L.tter-rire drawers ____ : Legal-rize drawera - ~ -  : Shalvsa - : Other I.WecifyJ 

---I l_ll~ 

32 cubic f e e t  . .  

__i.~ -" .. . l__l__l_ 

. .  
. .. , . ;. , . ,. . .  - . - . .~ .~ 

-. 



- - 
d. Auditperiod -*r& 
8. Adminimatiw med -^y(16iL 
f. Fadsrd retention lnmuction: -- --yean 

~ 
. ~ . .  . . - . . . .. 

~ A p p r o w d  Disposition Instruction: This wncy recommend8 that the file wries be cut off at the end of rch: 
. .  

OCeiendar YW: O F ~ C C ~ I  Year: mot iwr-~_~- -~___ -~ h n .  

0 Hold in tho current f i lesorw 
0 Transfer to Iwi holding ares; hold ___ vmrlsl; then 
0 Transfer to State Records Center: hold 
0 Destroy 
0 Transfer to W e  Archiws for permanent retention. 

.- monthls) - &a); then 

- yoarB); then 

------c 

Other / W c ; f y l  

(Record 9.w) ,, . (Reference ---- 
(Maintained by MH/MR Management 
, In fo rma t ion  Systems Unit)  

(Maintained by Midtown I n t a k e  Center and 
Drug Treatment Cente,rs) 

Cut o f f  f i l e  a t  the end of each ,calendar  
y e a r ; ' h o l d  i n  c u r r e n t  f i l e s  area 1 year ;  
then  des t roy .  

Cut o f f  f i l e  q u a r t e r l y ;  hold i n  
c u r r e n t  f i l e s  area 6 months; 
t r a n s f e r  to  S t a t e  Records Center ;  
hold 2 '  yea r s ;  then des t roy .  

(Maintained b~ MH/MR _.-- I n q u i r y  -- ~- M o d u 3  - 
Shred previous weekly r e p o r t  upon 

, 

~inmucrionasppivtoaIIprlor~ndfutun~cumulsrlonsof thmb. receipt of current weekly report. 



~ ~ ~ . . I ___ .___.I__ - . .  

GEORGIA DEPARTMENT OF HUMAN RESOURCES r OFFICE OF ADMINISTRATIVE SERVICES ' 

. .  ' F " .  . .  r 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
s ~ .~ - RECORDS MANAGEMENT UNIT 

~ --.. 

Records Management Unit, 47 Trinity Avenue, Atlanta, Geokgia 

.~ 
ARCHIVES AND HISTORY 

Service Coordinator 894-5044 

a. 0 Establish Retention Schedu1.e; record will continue to accumulate. 'Department-wide application 
b. Dispose of present accumulation; no fu2her accumulation anticipated. 
c. mAmend Application NO. 73-432-A__- Check One: 0 Change; 0 Supercede; 0 Void 

~ - .. ~ ~ 
-- ~~ 

5. Records Series Title (followed by title used in off;ce;ifdiflerentl 

Alcohol and Drug Abuse 
Client and Programs Medical Records Files 

6. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 

The Divi,sioq of Mental Health and~..Mental Retardation administers the programs 
for mental health, mental retarda,tion, an'd other developmental disabilities; 
alcohol and drug abuse; and conducts training and research. This Division is 
also concerned with community mental health, and the administration of the 
State mental hospitals; and rehabilitatioh and retardation centers State-vide 
The Alcohol & Drug Abuse Services Section is responsible for proiriding progran 
guidance and direction to all alcohol and drug abuse programs in the State. 
These services include the methadone treatment programs; the administration 
of treatment centers which include counseling, vocational rehabilitation ser- 
vices, and job placement; alcohol and drug abuse research and evaluation; 
and contract services to non-governmental drug centers. 

. .  

- - ~- -. . ~~ ~~ - ~ ~~~ -~ . ~ ~- . ~ . ~ .. - .  - 
7. Records Series Description This file contains the following documents (include form numbers and ritles, if any): Attach samples of the file. 

Documentsrelatingto: maintaining a weekly report of patient activity for all patients 

lncludeda~forrn 1111 (9-72) [Drug Administration ReEord]which gives patient name, 
number, mg. dose, date, and person administrating; ODA-iO (new no. 1110) 
[Methadone Inventory Record] shows name of center and date, mg. dose, begin- 
ning.:,. oh-hand, number received, total on-hand, signature of person acceptin! 
ODA-12 (new no. 1112) 
mg. doses on hand, actual ending doses on-hand, difference, number doses 
given.per. narcotics book, and number given per trans. forms; [Methadone 
Dosage 6 '  Pick-up Schedule] is a worksheet dn.~.vhlch. is.',entered information 
which will result in various computer printouts, such a-s: .patient name, 

receiving treatment from the Alcohol and Drug Abuse.Pr0gra.m. 
c;mp+r d .acr-t~-t 4 = u L t s ,  inc \d ,L 

[End-of-Day Balance Worksheet] shows actual beginning 

.. -p ~ ~: d .. . .  
' Fileisarranged: by month; thereunder, by printout title. 

-. . .~ . .. . . __ . . - ~ ~ ~ ~~~ - .~ ..~ - 
How often are records referred to  which are: 

20 ; 
8. Monthly Reference Rate 

One 10 six months old 2 ; Seven to twelve months old ; Thirteen to  lwenty-four months old 
twenty-five months and older 7 ~.. .~ e ts r turn or h sical examinatior 
I ~~~~ 2- L - I ~ l L ~ e r - c Z s  ~ a. .cfangK Yntreatment- ~- 

. ,  
9. Annual Rate of Accumulation or Records 

Letter-iize ' drawers - ' .  60 ~- . ; . Legal~size drawers -~ ~- ; Shelves ; Other /Specify) .. ~ - 

S tate-wide ._.___I__ 

Form 4998 (7-78) (Ousrl 



I: % 

.. 
10. Ouesiionnaire Wace an "X" in the proper column) 

.. _ _ ~ ~  ___ ~ 
~ - - 

a "  . .  . .  
a. I s  this the official mpy  of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite  la^ or regulation. 

If not. where is it? 
. - ~ ~- - 

- - .- ~ 

d. Doer this series have historical or long term research M I U ~  

e. When one or two documents in the file make it necbsrarv to keep the entire filefor a long mriod. could'these documents 
~ - .  .. - _ _  ~ ~ ,~ .~ ~. .~ 

~ ~ 

_ .  . -  
I 

- be scheduled separately? - ~ 

f. Is the information mntained in this series ever published? If yes, attach copy. ~. ~~. . . ~  .. . ~ - ~.~ ~~. ~ ~ ~~~ ~. .. . ~ ~~ _____ ~- ~~ 

'g. I s  the information contained in this series ever analyzed andlor recorded in.~a summarized report? 
If yes, attach mpy. . 

h. I s  there a duplication of this saries in your office, or in another office or agency? 
Ifyes,where? applicable portions in vavious Treatment Centers State-wic 

1. Is  this series (or a major portion of it1 regularly microfilmed? 

j. Does the record series result in a computer printout? 

~ ~ 

~~~ - ~ _ _ _ _  
.- ~ ~ _ .  

~~ ~ ~ ~ ~ - .. ~ 
~~ __ __. . ~ ~ ~ ~ . ~ ~ ~  ~~~~ - .- ~~~~ .- , . 

1. Retention Requirements The following requires the series to be kept: 

.a 
a. State Law -1- .. - years. 

b. Statute of limitation years. 

L Federal law years. 

d. Audit'pericd - --years. 
a. Administrative need 7 years. 

1. Federal retention instructions - -years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

2onfidentiality of Patient Records - Federal Register 7/1/75 Sec. 408. anc 

Selected-.information from Medicalkhart and the Methadone Dosage Pick-up 

2. Approved Disposition Instructions. . This agency recommends that the file series k cut off a t  the end of each: 

Health'Code, Par. 88-502.10 (Code Section 34-418(5). 

Schedule. . ' , 
. ~ . - -. ~~ ~~~ 

_ _  - -- . _ ~ ~ ~ ~~ 

see below . n h l e n d a r  Year; Fiscal Year; m i h e r  ~ _ ~ _ _  __ then, 
. .  

0 Hold in the current files area 

0 Transfer to local holding area; hold ~ _ _ _  yearlsl; then 

Transfer to State Records Center; hold 

0 bs t roy  
Transfer to State Archives for permanent retention. 

n Other /Specify/ 

month(s1 I 

- yearkl; then 

Yidtown Intake Center & 
Drug Treatment Centers 
Cut off file at end of each calendar 
year; hold in current files area 1 
year; transfer to State Records Cen- 
ter; hold 6 years; then destroy. 

. yearkl; then 

Magnetic - Disk Pak (maintained in 
BOAS - Data Center) 
Update disk pak on weekly basis. 
erase obsolete or superceded in- 
formation as required. 

Error, edit and preliminary com- 
puter printouts generated by DO1 
and containing confidential clic 
information will be destroyed b! 
shredding. 

These instructions apply to a l l  prior and future accumulations of the series. 
. I  

ecommendations in paragraph 
2 are approved. 
7 disapproved, attach l e t w  
if saplanation./ 

~ _ - -  
rrn 4998 0.781 

Date _ ~ _  

Secreta 
7---- 



>--. .---.- -...., _I. ." . --;., - 
I 

< , .  ,:- &- - - 
t. . . '  Application for Records Retention Schedule 

Alcohol and Drug, Abuse 
Client and Programs Medical Records Files 

Continuation page 

. ' _  3 

7 .  patient I.D. number, medication status, time methadone admini- 
stered, actual do&age dispensed, center, clinic, and week; 
and computer printouts: DASS Patient Census Listing, Admission 
File Listing (by date);and Post-Admission Transactions by Ad- 
mission Code. 



,- 

. .  .. 5 '..--A:. 

P m  

~ -- 

1 
A p p l i c . a t i o n  f o r  D1?.111.111 0. ACCIIV.8 b I IBTO.1 

RECORDS D I S P O S I T I O N  STANDARD n i c o m a  m i u C m i i T  D1vr81oa 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C I J M I J L A T I O ! ;  ; 
R E C O R D  WILL CONTINUE T O  ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE 

.Exact Series Title TO amend S t a n d a r d  #73-432 

_---_I 

1973-Presen t  Alcohol and Drug Abuse  C l i e n t  W e e k l y  A c t i v i t y  Fi les  

]'*What is the function of the office in which this record series is created? 
The Division o f  Menta l  H e a l t h  and Menta l  R e t a r d a t i o n  administers the m e n t a l  h e a l t h ,  m e n t a l  
r e t a r d a t i o n  and other d e v e l o p m e n t a l  d i sabi l i t i es .  d r u g  a b u s e ,  a l c o h o l i s m ,  and t r a i n i n g  and 
r e s e a r c h  programs.  
a d m i n i s t r a t i o n  o f  the S t a t e  m e n t a l  h s o p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

Alcohol and Drug Abuse  Services Section i s  r e s p o n s i b l e  for p r o v i d i n g  program g u i d a n c e  and 
direction t o  a l l  a l c o h o l  and d r u g  a b u s e  programs i n  the S t a t e .  Also, the s t a f f  o f  this 
Section c u r r e n t l y  o p e r a t e  s e v e r a l  alcohol and d r u g  t r e a t m e n t  centers i n  the S t a t e ,  nwst 
o f  w h i c h  are i n  the M e t r o p o l i t a n  A t l a n t a  a r e a .  

T h i s  Division i s  a l s o  concerned w i t h  community  m e n t a l  h e a l t h ,  and the 

11. This file contains the following documents (include form numbers and titles, if any, 
and file arrangement). 
Documents r e l a t i n g  t o  m a i n t a i n i n g  a w e e k l y  report o f  p a t i e n t  a c t i v i t y  for a l l  p a t i e n t s  
r e c e i v i n g  t r e a t m e n t  f r o m  the a l c o h o l  and d r u g  a b u s e  program 

I n c l u d e d  a r e  compu ter  p r i n t o u t s  i n  v a r i o u s  formats i d e n t i f y i n g  the number o f  p a t i e n t s  f o r  
t h a t  w e e k ,  number of new p a t i e n t s ,  p a t i e n t s  t e r m i n a t e d ,  p a t i e n t ' s  absentee record, number 
o f  client t r a n s a c t i o n s ,  s c h e d u l e d  c o u n s e l i n g  sessions, u r i n a l y s i s  s c h e d u l i n g ,  d o c t o r  v is i ts ,  
methoadone dosage  and other r e l a t e d  i n f o r m a t i o n .  

F i l e  i s  arranged  c h r o n o l o g i c a l l y  b y  week ,  thereunder i n  v a r i o u s  f o r m a t s  s u c h  a s  n u m e r i c a l l y  
b y  p a t i e n t  I . D .  number, or a l p h a b e t i c a l l y  b y  p a t i e n t  n a m  or n u m e r i c a l l y  b y  alcohol and d r u g  
t r e a t m e n t  center t h e r e u n d e r  b y  p a t i e n t ' s  name and I . D .  number. 

ATTACH SAMPLES OF THE FILE 



* . . L .  1 .-. -, 

. .  1. . . P r y 3  ' _ '  
, 

13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  

1 4 .  Is t he re  a duplication o f t h i s  s e r i e s  i n  another o f f i c e  or agency? 
. Appl ica 'b le  c o p i e s  a r e  sent t o  Alcohol and Drug Trea tmen t  Centers.' 

15 .  Is the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? 

16. Does the  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency po l i c i e s  and procedures? 

18. Could the function be performed i f  t he  f i l e s  were l o s t  or destroyed? 

19. Is the  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes,  why? 

20. Does the  record s e r i e s  provide data as input t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP printout?  

f 

Attach copy of summary o r  publication. 

C o n f i d e n t i a l  Patient-Client p e r s o n a l  and med ica l  i n f o r m a t i o n .  

22. Has the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- 
s i t i o n  of these f i l e s ?  

23. W i l l  t he re  be a need f o r  these records 10, 15 years  from now? I f  yes ,  what? 
__I . t 1 [ X I  

24. R E Q U I R E M N T S .  The following requires the f i l e s  t o  be k e p t  3 years :  

8 .  ]STATE b. [ ]STATUTE OF c.  [ ]AUDIT d'. [AFEDERAL e .  [ ~ A i ) M I N I S T ~ T I V E  ~ f. [ ]HISTORICAL 
VALUE: .. LAW LIMITATION PERIOD ' L A W  DEC T S ION 

Federal  R e g i s t e r ,  V o l .  40,  no. 47, March 10, 1975, page 11269, paragraph 2.33 H o s p i t a l s  
and other a u t h o r i z e d  d i s p e n s e r s  of  methadone. 
showing d a t e s ,  q u a n t i t y ,  _-_~ and b a t c h  or code mark o f  drug  d ispensed ."  

(C i t e  Law, S t a t u t e ,  or  other  reason for  t,hG rct.c!itim rcquiremcnt! 

"To  m a i n t a i n  c l i n i c a l  record fo r  each  p a t i e n  

This  agency recommends tha t  the  f i l e  s e r i e s  be cut off  at the end-- 
_____ ~ ___ _ _ _ . _  

25. AGENCY R E C O M N D A T I O N S .  
of each -[]CALENDAR YEAR -[]FISCAL YEAR -k]oTHER GPP helnw ,then : 

Hold i n  the  current f i l e s  area month(s)/ year(,): 
.Transfer t o  [ ] S t a t e  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  
Destroy. 
Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  

Other: (Specify) 
. .  , .  Destroy i w e & i a t e l y . a f t e r ~  cut-off. . ~ ~~~ . 

, . .  
. .  .~ 

See A t t a c h e d  Sheet c 

. .. . .  . .. 
~. ~ 

~~ ~ 

( Ind ica te  b r i e f l y  r a t i a a k  for reconmendations aboue/or w r i t e  addit ional  remarks)  : 



Depar tment  o f  Human R e s o u r c e s  
Division o f  Menta l  Heal th  and Mental  R e t a r d a t i o n  
A l c o h o l  and Drug Abuse  S e r v i c e  S e c t i o n  
6 1 5  W .  P e a c h t r e e  
A t l a n t a ,  Georg ia  30334 

Page ,  3 

#25 

Alcohol and Drug T r e a t m e n t  - D e s t r o y  upon r e c e i p t  o f  next upda ted  w e e k l y  a c t i v i t y  
Center C o p i e s  r e p o r t  or when r e p o r t  i s  no l o n g e r  needed  for  r e f e r -  

c ence. D e s t r o y  b y  s h r e d d i n g  or comparable  d e s t r u c t i o n .  

( x ' )  Approved 
( I Disapproved  

C e n t r a l  O f f i c e  Copy - C u t - o f f  f i l e  a t  the end o f  the f i s c a l  y e a r ;  h o l d  i n  
current f i l e s  a r e a  f o r  1 y e a r ;  then t r a n s f e r  t o  
S t a t e  R e c o r d s  Center; h o l d  f o r  2 y e a r s ,  then 
d e s t r o y .  

M a g n e t i c  D i s k  Pak - Main ta ined  i n  DOAS Data Center; Upda te  d i s k  p a k  on a 
w e e k l y  basis; erase obsolete or superceded  i n f o r m a t i o n  
a s  r e q u i r e d .  

- Error, e d i t  and p r e l i m i n a r y  compu ter  p r i n t o u t s  
g e n e r a t e d  b y  DOAS and c o n t a i n i n g  c o n f i d e n t i a l  client 
information W i  I I be d e s t r o y e d  b y  s h r e d d i n g .  

( 4 Approved 
( ) Disapproved  



Diksion of Mental Health 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  ,. 

._Urn 8 .  Ear l ies t  .% Latest  9 .  Exacjt Ser ies  T i t l e  
Dates of Ser ies  

1971 - present I c l ien t  %saction ~arm F ' & I  

''What is t he  function of the  o f f i ce  i n  which t h i s  record se r i e s  is created? 

I (  > -  
The Drug Abuse Service Section, under the ccoltrol of the Director, is responsible for 
the acfrunistration and superVisim of the Mental Health PrOgMms for the control of 
Drug Abuse for the S t a t e  of Georgia. 
(2)  the acbninistratkn of treatment centers w h i c h  include counseling, VR Services and 
job placerent, (3 )  drug research and evaluation, (4) drug infonratim center, and 
(5) ccmtract services to nm-gwemmental drug centers. 

Included are (1) the Methahe Treatment -, 

_. 

1. This f i l e  contains the  following documents' (include form numbers and t i t l es ,  i f  any, 
and f i l e  arrangement). 

7 '  .. 
Documents relating t o  the treatment of a client. 
to, schedules for counseling, Urinalysis scheduling, doctor visits, mkthobne dosage 
and related papers. 

'his &cludes;.but is 'bt limited 

F i l e  is m g e d  numerically by patient nu&er cm a daily basis. 

ATTACH SAMPLES OF THE FILE 

I 
I \  

I 1 
Estimated State Wide 

lo. 0 ,  D,...,. C". ?,. 0 .  R.eordl 

lllUIL R I T E  O? ICCUMULITIOI 



1 - ~. - .  
1' . I - -  _ _  .. . . 

~ _- _- ~.~_______ 
- -___- 

yps. H+y! 

.i [XI [ 1 

' ,  r ~ l ,  [XI 

[ l - [ X I  

"." < "  t h .  ?D,Y."  I <  ."."el L. " l t 5 . "  PI*..* . . D l . l "  

. 
13. Is t h i s  t he  Record Copy of t he  se r i e s?  

I 
1 4 .  Is there  a duplication o f ' t h i s  s 'eries i n  another o f f i ce  o r  agency? 

15. Is the information contained i n  t h i s  s e r i e s  ever sunpnarized o r  published? 

16. Does the  se r i e s  contain c l a s s i f i e d  information' requiring secur i ty  handling? . .. 

17 .  Does the '  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  'and procedures? I -  [ 1: [XI  

18.  Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [XI [ 1 

19. Is the  s e r i e s  ( o r  major portion of i t )  regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. Does the record s e r i e s  Brovide data as input t o  an EDP f i l e ?  [XI [ 1 

21. Does the  record s e r i e s  contain documentation produced as EDP'printout? - [ x l  ; [  1 

! ,  
i 

Attach copy of summary o r  publication. i[xl,r7 I 
:> : '. :. : 

.. . . .  

~ 

~~ 

22. Has the  Federal Government issued ins t ruc t ions  governing t he  retention/dispo- . [ x] [ ] 
s i t i o n  of these f i l e s ?  State pharmacy Laws Page 57 Section 79A-907(e)(i) 

I t i  
~~ . . ~ . .  ~. 

23. W i l l  thPre be a need fo r  these records . lo ,  1 5  years from'now? I f  yes, what? . ' 

. f  1 [ x l  
---;-i--~ . -__--_I___ _i _I_ -I__ 

--______~ . . .I 
. .  
\ .  

. .  . I  . i  .~ '3 ' ., :~ ~years' :: 
. .  

24. REQUiRE$NTs,I . The fo,l lowing 'requires ' , . .  the . f i l e s  to .  b e  k g p t  
. .  . 

a. [$STATE b. [ ISTATWE OF c.  [ ]AUDIT ' d .  PC]FEDEhL e .  [ 1ADMINISTFiTIVi.. f .  [ ]HISTORIdAl' 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  o r  other  reason f o r  the re t en t ion  requirement) 

State pharmacy Laws Page 57 Section 79A-907Ce)W 
-_ --__ 

25. A . F C Y  RECOMMNDATIONS. This agency recommends tha t  the  f i l e  s e r i e s  be cut of f  a t  the end 
of  each -[]CALENDAR YEAR -[]FISCAL YEAR -WCTHER q m V  - , then: 

[ ] Hold i n  the  current f i l e s  area ' ' ,month(s)/ y e a r ( s ) :  [A. Transfer t o  [ Sta t e  Records Center [ 1 Local Holding Area; hold 9 y e a r ( s ) :  
[ A  Destroy. by shredding if ps.ible 

[ 1 Other':. (Specify) 

- . I. 

] Transfer ' t o  S ta te  Archives f o r  permanent retenti.on., 
[ 3 p s t r o y  i eed ia t e i ' y  a&er cu't-off. .' I 

~~ 
~~ 

, .  

(Indicate b r i e f l y  rat ionale  for reconanendations above/or write addi t ional  r e m a r k s )  : 


